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QJTESTICSSIAIRS OR OVERSEAS DUTY 


1, The Agency Is considering the possibilities of developing a 
retirement program which would give additional r^rement credits to 

rtaff at*** Tor ****** «rrl«. 

McM^toconpile planning «nta m not aval labia te***^'^ 

«lace . The work necessary to document past overseas ^ 

4 for otter tejnrtwnta, agnn=i« i, 

of Aaency personnel for planning purposes would he prohibitive in cost 
tTuired. tom K^rmation needed is: the Mnd of overseas 
service (military or civilian, PCS or TOY), where performed (country, 
i,lS» or possession - =6 eit,), tte teglming ao» oadlng te t«_(to_tte 
oloaoot «OH«i) and the responsible ”.8. OorarMant exponent (CM, azwr, 

AT, State, OSS, etc.) at the time the duty was actually performed. 

2. In order to simplify the requirement for information which this 
notice places on operating and staff components «T 

information, payroll insert questionnaire cards will he used for^all^^ 
vmuchered employees, and each employee vlll mi out his , * ^ d 

is feasible because the information so obtained need not be certified and 
will he used only for statistical analysis and planning purposes . I 
should, however, he as accurate as possible. 

•3 «%£ ga ga itf afl of information is needed for all staff employees 

mid from confidential funds and for staff agents, ^estionmire 
fter all employees paid from confidential funds will he sent by r*me to the 
responsible components to he filled out as follows: 

a. staff employees paid from confidential funds who are actually 
at headquarters will fill out their own cards . 

b. Administrative Officers, Case Officers or responsible 
Country Desk Officers will fill out tire cards if the staff employee 
car staff agent Is unavailable and substantially complete information 
is available in the operating component. 

c. If the staff employee or staff agent is in the field and the 
information is not available at headquarters, the cards (or sterilized 
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requests Pov the information) vill fee sent to the field to fee filled 
out fey the individual concerned rad returned to bead garters . If 
security considerations prevent this, the card should be so noted and 
returned to the Office of Personnel. 


4. Re-quests for information about overseas service of staff 
agents util be sent on an “Eyes Only“ basis to the appropriate 
administrative Officer. The Senior Administrative Officer of each 
Operating Wfl.ee* Division, or Staff vill fee responsible for ensuring 
that the cards are filled out and -returned promptly . 

k. Instructions for filling out the questionnaire cards will accom- 
pany the card ant each esqployee vill fee told to ask for assistance from 
>>< * Ad BdUsdStrative Officer if he needs it. However* there are some 
aspects of the are guested information which require more delicate handling 
for some pe r sonne l than the -card Indicates r 

25X1 C 


fe. geeurity: for the sake of uniformity and ease of handling* 
one *tss|terd-typs card is feeing used for vouchered employees, for 
employees who are paid from confidential funds and for staff agents. 
When the card* arc distributed* they will show only name and per- 
sonnel serial number* will be distributed in a secure manner’ and 
should fee returned through th® acme channels from Vhieh they were 
received. 



5. Hank supplemental cards will be sent to the .Administrative 
Officer* mt each Operating Office, Division or Staff for use of personnel 
Sbo need mere space than is on one card. If a supplemental eard is used, 
the appropriate box on ’ the first card should fee- checked and the name and 
personnel ser ial number of the employee should fee copied on the supple- 

card. cards should not be bent or stapled but may fee fastened 

with paper clip®. 
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